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This. module 1s one of a series of 100 performance-bas‘ed
teacher eddcation (PBTE) ledrning packages focusing upon

& specific professional competencies of vocational teachers The

competbncies upon which these moduies are based were iden-
tified and verified through research as being important to suc-
cessful vocational téaching at both the secondary and post-
secondary levels of instruction The modules are suitable for
the preparatidn of teachers in all occupational areas

Each module provides leaming experiences that integrate
theoelg and applicatton, each culminates with criterion refer-
enced assessment of the teacher's performance of the spec-
ified competency. The materals are designed for use by indi-
viduat or groups of teachers‘in training working under the
direction and with the assistance of fpacher educators acting as
resource persons Resource persofs should be skilled in the
teacher competency being developed and should be thor-
oughly onertted to PBTE concepts and procedures in using
these materials.

The design of the matenials provides considerable flexibility for
planning and conducting performance-based preservice and
inservice téacher preparation programs to meet a widé variety
of indivtdualneeds and interests The materials are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, and
others responsible for the professional development of voca-
tional teachers Further information about the use of the mod-
ules tn teacher educat:ongrograms 1S contained in three re-
lated documents Student Guide to Using Performance-Based
Teacher Education Materials, Resource Person Gulde to
Using Performance-Based Teacher Education Materials and
Gulde to Impiementation of Perfermance-Based Teacher
Education. '

- +

The PBTE curriculum packages are products of a sustained
research and development effort by The Center's Program for
Professional Development for Vocational Education
dividuals, institutions, and agencies participated with The Cen-
ter and have made contrbutions to the systematic develop-
ment, testing, revision, and refinement of these very significant
training materials O%er 40 teacher educators provided input in
development of initiaj versions of the modules, over 2,000,
teachers and 300 resource persons in 20 universities, colieges,
and post-secondary institutions used the materials and pro-
vided feedback to The Center for.revision and refinement

Special recognition for major individual roles in the direction,
development, coordination of testing, revision, and refinement
of these materialsgs extended to the following program staff

.James B Hamilton, Program Director, Robert E Norton, As-

¢
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sociate Program Director, Glen E. Fardig, Specialist, Lois Har-
rington, Program Assistant, and Karen Quinn, Program Assis-
tant, Recognition is also extended fo Kristy Ross, Technical .
Assistant, Joan Jones, Technical Assistant, and Jgan Wisen-
baugh, Artist for their contributions to the final réfinement of
the matenals. Contributions made by former program staff to-
ward developmental versions of these materials are also ac-
knowledged Calvin J. Cotrell directed the vocational teacher
competency research studies upon which these modules 4re
based and also directed the curriculum development effort
from 1971-1972 Curtis R Finch provided leadership for the
program from 19721974, ’

® .
Appreciation Is also extend&d to ail those oulside The Center
(consultants, field site coordinators, teacher educators,
teachers, and others) who contributed sq generously in various
phases ofthe total effort Early versions of the matenals were
developed by The Center in cooperation with the vocational
teacher education faculties at Oregon State University and at
the University of Missouri-Columbia. Preliminary testing of the
materials was conducted at Oregon State Unwersity, Temple
University; and University of Missouri-Columbia

Foliowing preliminary testing, major revision of ali materials
was performed by Center Staff with the assistance of numerous
consultants and visiting scholars from througiiout the country

Advanced testing of the matenals was carried out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington State College, Colorado State University, Ferris
+State College, Michigan, Florida State University, Holland Col-
lege, PE |, Canada, Oklahoma State University, Rutgers Uni-
versity, State Untversity College at Buffalo, Tempie University,
University of Arizona; University of Michigan-Flint; University of
Minnesota-Twin Cities, University of Nebraska-Lincoln; Univer-
sity of Northern Colorado, University of Pittsburgh, University
of Tennessee, University.of Vermont, and Utah State University.

The Centter 1s grateful to the National Institute of €ducation for
sponsorship of this PBTE curriculum development effort from
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The Centgr for Vocatronal Education’s mission IS to
increase the ability of diverse agencigs, institutions, and
organizations té solve educational problems relating to
individual career planning, preparation, and progression
The Center fulfills its mission by [

¢ Gengratinig knowledge through research

¢ Developing educational programs and products

« Evaluating indvidual program needs and outcomes

¢ Instatting educational programs and*products

¢ Operating information systems and services,

¢ Conducting leadership development and training

programs * ,
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Engineering Center
Unwersity of Georgia
Athens, Georgra 30602
The American Assouano:w for Vocational Instructional
Materials (AAVIM) 1s an interstaté organization of univer-
sities, colleges and divisions of vocational education de-
. voted to the improvement of teaching through better in-
formatidn and teaching aidg
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INTRODUCTION

g e e . —

Your main job as a vocational teacher is to give
students.the occupational skills and knowledge
they will need to succeed in the vocation of their

‘. choice. In addition, however, yot have a responsi-
bility to prepare students with the application
skills they will need to gain admittance into avoca-
/wn or post-secondary institution. Your students
fay have been well trained ocgupationally, but if
they do not have skillin applying for a job or further
education, they are not adequately prepared for
the world of work. Through individual assistance,
or by presenting speclally prepared lessons, you
can help students develop the skills they need to
become sucgessful applicants.

L3 S

" The amount of assistance needed will vary
among students. Overall, however, students need
your help in assessing their personal ahd educa-
tional qualifications, preparing résumés, filling out
appl:cayon forms, writing letters of application,
and interviewing for jobs or admission to a school
or upiversity. One more source of assistance you

.need to provide for your students is to write letters

of recommendation for them.

This module is designed to give you skill both in
helping students develop their application skills,
and in helping you prepare well-written letters of
recommendation for students.

Ve

~
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ABOUT THIS MODULE

Ob]ectives '

Enabllng Oblectlves
1. After campleting the required readlng. demonstrate T

knowledge of the basic techniqués involved in assist-
ing students in applying for employment or further
education (Learning Experience /).

2. Given a hypothetical student’s application matenals,
critique the student's performance Mwgpplying for a

. Job, and use the data provided to writd a letter of
recommendation (Leatning Expenence .

3 In a simulated situation, plan a unit of instruction
designed to assist students in applying for employ-
ment or further education (Learning Expenence i)

Prerequisites V4

To complete this module, you must have competency In

developing a unit of instruction and a lesson plan. If you

domnotalready have these competencies, meet with your

resource person to determine what method you wiil use

to gain these skills. One option is to complete the infor-

mation and practice activities in the following modules.
o .Develop a Unit of insfruction, Module B-3

Develop a Lesson Blan, Module B-4-
) P Lss/El\ c\

Resources /

A list of the outside resczun:es whlch supplement those
contained within the pddule follows Check with your
resource person (1)4d determine the availability and the .

’

’

‘
’ -

location of these resources, (2) tq locate additional ref-
erences In your occupational specialty, and (8) to get

- assistance In setting up activities with peers or observa--
tions of skilled teachers, If necessary Your resource
person ay also be contacted if you have any difficulty
with directions, or in assessing your progress at any
time.

Learnlng ExperlencH : .
itside resources ‘

Learnlng Exp;[ nce Ii
No outside resouyces ‘

Learning Experiehce lii -

‘Optional ) ,
A resource person to review the adequacy of your
unit plan. .
A réSoyrce person to review the adequacy of ﬂ)ur
Iessoigplan(s), .
Videotape equipment for taping your Iesson‘presen-
tation(s).

A group of peers or a resource persop to whom you
may present one of the lessons from your plan
A vocational teacher exper'lenced In assisting stu-
dents in applying for empleyment or fu rther educa-
tion with whom you can meet. I

Learning Experience IV ’
Required ) .
An actual school situationan.which you can assist
students in applyipg for employ entor further edu-
¢ cation. - \
A resource person to assess your competendy in
assisting students in applying for employment or
further education

\

This module covers pérformance element numbers 212, 232-235 from
Calvin J Cotrell et al, Model Curricula for Vocational and” Technical

« Teacher Education Peporr No V{Columbus. OH The Center for Voca-
tional Education. The Ohio State University, 1972) The 384 elements in
this document form the research base for all The Center S PBTE module
development . . .

Forinformation about the general organization of each modyle. general
procedures for their use, and terminology which 1S common to all 100
modules, see About Using The Center's PBTE, Modules on tie inside
back cover .
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Forinformation explaining the skills whith students need in order to apply
for employment or further education, and outlining how you as a voca-
tionalteacher can assist students in gaining these skills, read the following

information sheet:
P :

~
4

ASSISTING STUDENTS IN APPLYING ;
FOR EMPLOYMENT OR FURTHER EDUCATION

Vocational students frequently take part-time
jobs while they are stillin school. Graduating voca-
tional seniors make career-related decisions con-
cerning future employment or further education.
Whether your students are planning to apply for a
job, admission to a college or some other post-
setondary institution, a scholarship, or-an educa-
' tional loan, they need to develop certain applica-
tion skills. They need skill in (1) preparing résumsés
outlining their backgrounds and qualifications; (2)
obtaining gnd filling out application forms; (3) writ-
ing letters of application; and (3) preparing for, and
participating in, interviews. ..

As a teacher who is responsible for preparing
students for vocations; 1t is your responsibility to
prepare students in the application skills they need
to gain admittance into the vocation. In addition,

of recommendation fpr your studen'ts who are’ap-
plying for employment or further education.
- A

Selecting Information to elude .

One of the first things students needto consu
inapplying-for employment orfurther education is
what information to include as important and what
information to amit as irrelevant. Students need to

- be aware that the wntten application data they
submit is very important in that it is often the way a

!HM’l‘lﬂf llﬂllllﬂm

you needto develop ?_ur ownskillin writing 'emnh no furtherinfor

N L
personnel director or admissions officer first
"meets” a student. First impressions are often crit-
ical, so students need to make a positive impres-
sion at this point:

The guidelines for selecting what to include in
these written agplication materials are qtite sim-
ple. First, students need to select data that pre-
sents them in the best possnble light witheut pre-
senting a distorted picture or making them appear
immodest. Modesty i1s a commendable quality,but .
students who are too humble may qllminate them-
selves from the running.

Most students have had awealth of experiences
which can be used(zé' document their ability to
‘perform effectively an the job or in-school. How-
ward data such as jobyéxperience orschool record
tion. You canassistthem by
having them do the following: (1) consider thejob
or education for which they are applying in terms' i
of.the characteristics which would quality a per-
son for admigsion.or employment, and (2) con-

eriences they have which document

. ever, they may tend gresem orily the straightfor-

\/t)der the ex
hat they possess these characteristics. These ex-

periences can be drawn from a number ofsources:
memberships m clubs both in and out of
school C
partlcmatlon In community orgamzatnons
participation in church adfivitiés
offices held * .
formal and informial eduéation expenences
formal and informal work expenences
volunteer work -

"If students list these exﬁeriences they ¢an then
expand on each experience, explaining what ac-
tivities they parti’cnpated in, what operatioris they
petformed, or what skills they acquired as a result
of each. For example, a student applying for a job
in sales may not realize that the fact that he or she
sold the most candy in the school's fund-raising
candy sale for three straight years gives evidence -
that he orshe pOSSessesqualmes of salesmanship.
When the employer is considering applicants, he
or she is asking, ;‘W‘hat does each applicant have
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| theseex-

. -

- _ relevant-data

t

to offer .xfsi’ "
By including

periences,

- students are
providing ”
evidence
that they
have a great
deal to offer.

Second,
students

needto
select only

'?Okpresent.
The parson -
c¢onsidering

. applications
does not
‘wantto know
everything there is to know about €ach applicant
As mentioned previousdy, this person is looking to
see iftan applicant possesses the quaifications

. and qualities needed for admiséion or employ-

4

-
~
[

ment. Therefore, students need to taillor each ap-
plication to present. information relevant to the
- situation sought.

Findlly, Title'VIl (Equal Employment Opportun-

, ity) of the Civil Rights Act of 1964 provides spme

guidelines on the types of “ipformation students

need not include in sheking employment Title VII

. specifies that an applicant needs to provide to'an

employer only that information about himself or

herself which is directly related to the ]Ob in ques-
tion.

In most cases, for eﬁmple whether a person Is
male or female, married orsmgle has no relation-
Shlp to whether that person iS qualfied to do a

cu . Therefore, a student need not in-
m\sg h personal data on application forms or
:ésumés unless itis; in fact, a bona fide dccupa-
tional qualification ((BFOQ). For example, bemg
‘female is a BFOQ for the job of modeljng women'’s
bath|Qg suitsAf sex or marital status is not a BFOQ,
it is not illegal for the*applicant to provide the
employer w:th this information. However, it is il-

Iegal"fqr loyer to require that this informa-
tion bé‘*pfﬁvndw o
P

| %;/f o (/(W %

Once students understand theyimportance ot
submitting written applications and know how to
select appropriate data,,threy shoulg be ready to

learn about the specific applicatiO() materigls used

and how tp prepare them.

.o

The Résumé

© A résumé, or personal data summary, is an out-
line of information about an’individual. It is de-
signed to provide prospective employers or educa-
tional admissions officers with evidence of the in-
dividual’s qualifications, background, and ‘inter-
ests. It can be used by the applicant in several
ways /

o*!f a student who is interested in a particular

field wishes to alert companies in that field to |

his or her interest and availability in the hopes
that one of these companies may be hiring,
then the student cansend arésu mé to each of
these compames

e If a student has identified particular. com-
panies that are hiring, a résumé could be in-
cluded with a letter of apphcatlon to each
company.

o If a student has an interview scheduled with a

* prospective employer, the résumé can be

given to the employer or personnei director at
#-  the beginning of the interview to help intro-
duce the student to the interviewer-

e If astudentisinterested in applying for accep-
tance at a college or post-secondary institu-
tion, it is standard procedure to include a ré-
suihé with the completed application form.
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The content included in each of the résumés
should be geared to the purpose it is intended to
serve, However, generally arésumé should contain
the following. ~

o Identifying data.—name. address, telephone

. number

o Personal data. —age height, weight, health

(The Equal Employment Opportunity speci-

-ftcatlgns for BFOQ's should be considered in:

. preparmg this section.) .
: o Educational Qackground.—nanies of secon-
.k dary schools aitended, years dttended, major

* cpurses, Minor courses, academlc record, ex- °

" tracurricular activities, eté.
o Work experience.—name of firm, name of
* employer, dates_of employment, job tntle na-
ture of work, etc. .
. o Other’ qualifications.—~hobbies, special in-
. terests, honors, etc.
e Career goals,—brief statement of career
goals, both m‘(medlate and fong range
o References. —names.addr,esses and titles of
three or four resp
test to the appti@aant's character, jOb quali-
fications, and/or educational p@tentnal

There are numerous ways that a résumé can be,

organized, and probably no one format 1s superior
. to all others More important than the format
" seledted are the. kinds of personal” ‘Hata that are
«included. In addition, it should be emphasized to
studenfs that the résumé should be clearly and
concisely written, ‘and free from erasures, misspell-
.ings, or incorrect grammar and. punctuation A
good quality of 842" © 11" white bond paper should
* be used to type each résumé Carbon copies of
résumés should never be sent to prospective em-

. ployers or to admissions officers. Originals or high

quality reproductions should be used.

Reference works are available in most libraries

or local bookstores which include guidelines for
prepanng résumés One such reference is Ré-
sumés,That Get Jobs ' You can use references
such as thiso aid you in preparing a lesson cover-
ing this material or to aid students in preparing

.

le persons able to at-.

their own résumés. Providing™ students with
sample résumés to critique and analyze, and hav-
ing them develop and organize their own résumeés
with your assistance, will give‘them a usable ré-,

. sumé forpresent needs. It willalso prepare them to
update or rewrite their resumés on their own in the,
future.

Application Forms

The résumé gives applicants a chance to pre-
sent information which they select. The applica-
tion form gives employers or admissions officers
a chance toget the kinds of information they feel
they need to make a decision about an applicant's
acceptability. Often the types of inforgation in-
cluded on the two forms will be somewhat similar.
The major difference in content may be that the
application form asks for a broader range of in- ~
formation, whereas the information on arésumé s
presented in more depth. Sample 1 provides an
example of an application form.

Inapplying forfurtheréaucatlon the appijcation
form s usually received and submitted by mail. In
applying for a job, the apphcatnon form is most
oftent completed in the personnel office im-
mediately prior to-an interview. Sometimes a voca-
tional teacher, school placement coordinator, or
guidance counselor may distribute application
forms to interested students whose qualifications
seem to match the opportunity *

‘s
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hst significant experience more than 10 years ago Report all activities for last 10 years, using space on next page to account
for -periods ‘of unemployment, military service, schouls, etc Attachment of a resume in hieu of completing this section is

not authorized
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Students need to realize that the way in which
they fill out the application form may be a deter-
mining factor in whether or not they get the job or
getadmitted to the school. Most application forms
ask for certain kinds of standard personal, educa-
tional, and occupattonal information. Some of the
items are self-explanatory (name, address, age,
etc.). Other items need some interpretation. What
Js really beinig asked for, for example, when an item
asks you to hist your work experience?” Should
you list every job you've-ever had ? Should you list
informal or-
unpaid work, 290 O_QJ
experience? o 5% o
Should you /@R S
list only that 1 w27

i 2
work experi- / .
ence which '
appliestothe
position you
are now
seeking?

if the form
does not
specify the
order in
which your
work experience should be histed, what is the pre-
ferred order? Should you list your fitst job first or
your most recent job first? Should you group your
work experiences into jobs related to the position
sought and those unrelated to the position?.

How do you respondto anitemona }c;b applica-
tion such as “Salary Desired?" Do you put down

the salary, of your wildest dreams, the salary usu-

ally earned by personsiithose positions, the sal-
ary you think you're worth, or the lowest salary you
woulg accept? The following suggestions should
helJtudents answer the abqve questions.

The form should be filied out as neatly as
possible.—Most forms will specify, “Please print,”
but even if this is not specified, it is preferable to

IToxt Provided by ERI .

y

print (actually, hand letter) your responsc;s. if your
printing is difficult to read, then the form should be
typed if possible. Avoid erasures by thinking out
your answers before writing them down. Make
sure you spell words correctly. One way to
minimize errors I16 to prepare In advance a sheet
listing the information usually asked for on an ap-
plication form.)N‘uth such asheet in hand, you can
be sure of accurate dates and correct speiling.

Read and follow directions carefully.—If the
form asks you to put your last name first, or tqlist
your work experience for the last five years with
the most recent listed first, do so. Your ability to
follow directions may be one of the qualities the
school oremployer is looking for. Inaddition, read-
Ing all directions carefully can go a long way to-
ward helping you understand what is being asked
for. ,

Information should be as complete as

- possible.—Students with little work experience

may wish to include part-time jobs, special inter-
ests, and school activities in order to give a more
complete picture of their qualifications Al work
experiences should be listed chronologically be-
ginning with the one most recently held, unless
otherwise indicated B

Infilling out a job application, wages should be
stated as a_ range, rather than as a fixed
amount.—Before you know what duties and re-
sponsibilities are involved in a given position or
what the company’'s policies are in regard"to a
particular job situation, it may be best not to name
a particular amount. it may be helpful to state the
wages you received in your last job and to use that
as a basis for negotiations. : .

Each question should be acknowiedged.—A
dash should be placed after questions which are
not applicable to indicate that the item was not
overlooked.

Applicants should have the advance consent

- of persons whom they wish to list as refer-

ences.—They should also be prepared to list each
reference’s correct title, address, and phone
number. It may be wise td suggest that students
send a copy of their résumés to each person being
listed as a reference so these paople will be up to
date on students’ background and qualifications.

A good way to help students develop skill In
fillng out application forms is to give them oppor-
tunities to practice #ping so Students should be
given copies of a variety of sample forms and
guided through the process of filling them out You
could use an overhead or opaque projector to
show an application form on a chalkboard or
screen. Together, the class could help you to fili
out the form, and individual questions could be
answered through discussion.

14
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Students could then attempt to fill out forms on
-theéir own with teacher assistance available if
needed. You may not be able to give students a
hard-and-fast rule for answering each question,
but you can familiarize them with the kinds of

questions they will be asked, and give them prac-

tice in reading directiqns and applying personal
data to standard items.

Sometimes a student will know what is being
asked fortn an application form, but will need your
help in locating that information. For example, a
job application may ask for the applicant's atten-
dance record A college admissions application
may ask for the applicant’'s class standing. A

seholarshnp application may ask the applicant to
document his or her parents’ financial status Stu-
dents who need help with such questions should,
in most cases, be referred to the school's guidance
staff. These people are uniquely qualified to handle
such questions, and havejeady access to cumula-
tive records containing®data on student atten-
dance, class standing, etc:

Letters of Application

For many kinds of employment, the letter of ap-
plication 1s one of the most useful techniques for
initially contacting an employer or prospective -
school The letter of application is uSed to an-
nounce an applicant’s‘interest in being employed
by that company or in attending that school. The
letter should follow a fairly standardized form. The
first paragraphs should clearly explain why the
Ietter |s bemg written. For example\

;avﬂab‘axmg from:
polin: ndan

*

The middle paragraphs should descnbe agaan
briefly, the applicant’s qualifications. (If it seems
desirable to describe your qualifications in more
depth, a copy of your resume can be enclosed with
the letter). The final paragraph may be used for one
of several purposes: the student cdn ask for an.
application form, additional information, or a per-
sonal interview in this final paragraph.

The application letter should be written or typed
on good quality, plain white paper, 8%2" x 11" it
should be neat with no words crossed out and no
smudges left from careless erasures. Careful at-
tention should be given to grammar and punctua-
tion It may be possible for you, as a vocational
teacher, to work cooperatively with the teacher
who has your students for English. The, English
teacher can be of invaluable assistance m‘helpmg
your students structure acceptable and grammat-
ically correct, letters. Sample 2 is an example ofa
letter of application.




SAMPLE 2
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TER-OF APPLICATION -

. : )
e . 34 Summer Street ‘ .
L , Sauthborough, Massachusetts 01772

| _ L, Aesen ”

. « ! £ /r - 1 ' , !

ot E ¢ : ¢ o " A JN

» 3 <N . * —

. ' Kirkpatrick Pubhshing Company “\‘ i o

L 1454 Main Street R . .

= Boston, Massachusetts 01840 ' -

£
'

st

ey

's‘fj -
h

o~
%)

Déar Sir or Madam: . . . : .
{ ‘ "‘ . [ Loe Y
SN " 1 will be graduating from Bradford High School in June and am
. interested in obtaining a clerical position. Ms. Mary McGarrety, my giridance
counselor, indicated that your firm might have an opening for a personal
secretary and suggestedl contact.you. ] .

~ For the past two yéars, | have béen in a business block program at
school, and my grades irrall my business course work have been A's. Inmy
v other courses, I have'all A and B grades. In addition, I am presently president -
. . of my schoolsFuture Busmess Leaders .of America (FBLA)‘ organization.

' My work experience has, of coursg, been so;newhat limited to date. .
- However, 1 have worked for the past two years in my father's office doing
s~ + generalclerical workon a part-timebasis during the school year and full-time
duﬁr,g the summer. I Havé enclosed a copy of myrésumé withthis letter togive
. you atuller picture of my background experiences, and qualifications -

~—; ‘ I you are hiring, I would appreciate receiving an amglicatio}x form and
O cxny literature you may have describing your company, and its policies ond
. = benefits. () 7
N -t 3 ¥
Thank you for your 'consideraﬁor;. . v
UL ‘ ) ‘| . : [ -
' T, L . Sincerely, , - .
- . P b A ‘ “. LI ~ 3
/ / ‘\» ‘ * - oo . T .
¥l N ; + Dale McGuiness 5
’ /
\ he *
g . . s
- : Lo
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‘The Employment Interview

Usually, applications for further education do

“not require an interview. However, it is rare that a

job application does not involve a personal inter-
view. Sineg the job interview is the most common,
the following interviey tips will be presented in
terms of helping students planfor, and participate
in, a job interview. However, the same general

) pnncuples apply to both the job and school inter-

view.

As a vocational teacher, you can be very helpful
in preparing your students for these interviews
The firststep for studentsis to set up the interview.
If a student identifies_a prospective job through a
newspaper ad, there are usually directions in the
ad for contacting the firm. The ad will specify that
interested applicants should send in a résumé, or
that the applicant should call a particular phone
number |f a résumé is sent, 1t should be accom-
panied by a letter of application

When the initial contact 1s made by mail, then the
firm.will usually call the applicant to set up an

interview f the student calls the firm first, he or she .

needs to make sure that the rnight person is con-
tacted. If possible, the student should identify the
name of the person to be contacted. If not, the
student should ask for the person in charge of
personnel, or should say something which iden-
tifies the purpose of the cali, suT as My names
Sally Carte, and | am calling in response to your ad
in Sunday's paper{ r a dental hygienist.” This ip-
formation will help‘the switchboard operator put
the applicant thrOugh to the appropriate person

When the student\;qgches tha%oerson, the stu-
dent shduld once again state his or her name and

purpose in calling The employer or personnel di-

rector will then usually guide the conversation
from that point. The student should have a calen-
dar available to refer to in seting up an interview
time which 1s convenient+o both parties.

»
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Students also need to know how to prepare for
the interview, how to conduct themselves during
the interview, ang what follow-up. activities to
complete after the™aterview. In preparing for an
interview, students need tq do the following.

e Locate general information about the com-
pany—-its products or services, its size, the
kinds of workers it employs, etc. This kind of
information will help students.explain to an
employer how they can contribute to the
company if employed. In addition, familarity
with the company can help students be more
relaxed during the interview.

o .List their personal and educational quali-
fications for the position sought. If the firm
has not already been sent a résumé, one
should be prepared at this tlme ’

e Prepare themselves to be ready to discuss
why they want tagwork for the,company.

e Plan their personal appearé’nce carefully
Good grooming, appropriate dress, and care
in body hygiene are important factors influ-
encing a prospective employer's reaction to

—~—

an applicant. Applicants should have neat, -

well-groomed hair styles. Men should be
neatly shaven, and muistaches or beards
should be neatly trimmed. Women who wear
make=up should make sure that it is appropri-
ate for the occasion. Hands and nails should
be clean.

A mann a conservative suit or sport coat and
tie, or a woman in a well-tailored dress, suit,
or pants suit, can usually be sure of being
dressed appropriately. It 1s most important to
consider the job being sought when deter-
mining how to. dress appropriately. Some
firms do not consider men with facial hair or
womeh 1n pants suits to be appropriately
groomed

¢ Attempt to determine the name 6f the inter-
* viewer In advance

-

‘In conducting themselves &urmg‘ the interview
situation, students should consider the following
points,

o Arrive about five minutes beforethe interview.
Bring along a copy of the résumé and/or
notes on background and experience to
which to refer during the interview or in com-

. pleting an_gpplication form.

o Address the interviewer by name, If possible,
and tntroduce yourself ih a clear voice, look-
Ing the interviewer in the eye.

¢ It isstandard etiquette to stand until the inter-
viéwer invites you to sit.

¢ Ayoid nervous mannerisms. Actions such as
twisting a ring or fiddling with a button are
distracting to many people.

-
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¢ Beyaurownbestnatural seif Emphasize your
good points without being phony or overbear-

ng
;\‘Respond ciearly and expand on answers be-
» yond a simple "yes” or “no " Try to avoid re-
peating useless phrases such as “um”
know,” or “the thing 1s.”

e Be prepared to discuss the responses you
madeon your application form, and to explain
some responses more fully

e Don'teat candy, chew gum, or smoke during
the interview.

e Don't prolong the interview Be alert to signs
that the intervieW has run its course (e g , the
interviewer rising from his or her chair or
thanking you for coming 1n) At that point,
thankyourinterviewer for the time spent, and
make your exit.

- Followingsthe interview, the applicant should
write a follow-up letter thanking the firm for the
consideration shown, and indicating that he or she
" is1ooking forward to hearing from the firm regard-
ing the final deciston made Another task to be
completed after the'interview Is to prepare a sheet
indicatingthe date of he interview, the name of the
interviewer, and what happened during the inter-
view (job description given, wages mentioned,
facts about the firm, etc.) Such asheetishelpfulin
further contacts the applicant may have with the
firm.

]

There are a number of excellent techniques for
helping students practice and prepare for inter-
view sltuations Certainly, providing them with ref-
erences on the topic and conducting discussions
on the Yubject are useful techniques for introduc-
ing students to the need for, and importance of, a
successful interview The school library, audio-
l2uau center, or guidance office usually has mate-

s covering this information, »

By showing students films or vidéotapes which

- demonstrate ‘good and poor interview techniques,
they can get a clearer idea of how to approach an
interview. Students can be asked to critique a film

7

EKC | '

"you

showing an interview, or such a film or videotape
can be used as the basis of a class discussion

Role-playing is another especially effective way
to give students practice in participating in an
interview. Students can take turns piaying the role
of theapplicantwhile you, the guidance counselor,
oranotherstudentwith ascriptplaysthe role of the
interviewer If possible, these role-plays should be
videotaped so students canview and critique them
later

Case study problems can also be useful in help-
ing familiarize students with a wide range of inter-
view situations. For example, students could be
given descriptions of how other students behaved
In interview situations, and be asked to critique
that behavior What did each student do wrong,

2y
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" and what should each have done instead” Or, stu-

dents could be given an open-ended case study |n
which part of an interview i1s described, ending
with a problem situation. The students then need
to tell how they Id respond or handle the prob-
lemyraised By dealing with these case study situa-
tions, students get plactice in handling interview
situations competenfly 2

Resource persorfs such as guidance personnel,
a school placement/ coordinator, former gradu-
ates, persons from business and industry In
charge of hiring, oremploymentagency personnel
can assist by speaking to your students on the
characteristics or qualities anp interviewer looks for
in an applicant, or on their mterview experiences
Individual fleld trips tc employment agencies can
provide concrete experiences in interview .tech-
niques and may also make subsequent job hunting
visits easier.

Letters 'of Recommendation

As a vocational teacher, you may be asked to
writeiletters of recommendation for your students
Because you are 1n a position to observe students
closely performing job-related skils, employers
often want tp know your opinion of how they will

" perform on the job.

17 18
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It is important to keep in mind when writing a
letter of recommendation that the letter should
reflect your honest opinion of the student's
abilitiesand attitudes. If you oversell a student with
limited ability to help him or her get a job, that
employer may have less respect for you as a
teacher and for your vocational program. This can
hurt the chances of other students from your pro-
gram who apply for employment at that company.

In your letter of recommendation, you should
provide the prospective employer with the follow-
ing information about the student.

¢ personal characteristics such as punctuality,

attitudes, reliability, appearance, etc

e commitment to his or her vocation as evi-

denced by activities the student has partici-
pated in which added to his or her vocational
developiment

o future potential you feel student has for im-

provement in the field

e work experience the student has had in the

field that you know of, such as through a
cooperative program

e special training the student may have had or

special abilities he or she may have

e strengths and weaknesses the student has,

listing these gives the prospective employer a
more realistic picture of the student

e

18

Before you write the letter of recommendation, it
is a good idea to review your records on the stu-
dent. grades, anecdotal records, a student au-
tobiography, sample work, etc. This will help you
prepare a let-
ter which
presents an
accurate and
complete
picture of the
student’s
past perfor-
mance. The
letter should
be well or-
ganized,
typed if pos-
sible, neat,
and error
free (use A
your school’s stationery if posstble), and a copy of
the letter should be retained in your files for future
reference. An example of an acceptable letter of
recommendation 1s provided in Sample 3.

If you honestly feel that you cannot write afavor-
able letter of recommendation for a student, you
should tell the student this. It is only fair to explain
why, and to suggest that perhaps the student
might like to select someone else.

~
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The followmg'j items check your comprehension of the material in the
information sheet, Assisting Students in Applying-for Employment or
Further Educatré\ pp. 6-19 Each of the six items requires a short essay-
type response Please explain fully, butbrlefly and rpake sure you respond
e~ toall parts of each item. .

# SELF-CHECK -

-~

1. Why.s it your responsibility as a vocational teacher to ensule that students develop skills in applying
for employment or further education? ) Ty ‘ . \\

4 >

<

. \ ’ td
2. Ifastudent has completed an application form for a company, should he or she still prepare and bring
arésumé to the interview? Why or why not?

R ' . - 3




Y M N ~
X ' |

3 .
3. Application forms are fairly simple to complete. What helpfu ts can you give students which will
ensure that they complete them accurately when the occasior arises?

: : ; \
] 4

s,

e

4. Why is it necessary for applicants to send letters of application along with their resumes or applica-
tipn forms when they initially contact prospective emplayers? i

4

%,

b
A

o

op | X




-

5. Why are you in an ideal position to prepare letters of recommendations which are helpful to
prospective employers in making hiring ‘decisions? - /
¥

6. Why is the personal interview probably the most important step in getting,a job? _”’”J
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Compare your written responses on the Self-Check with the Model An-
swers given below Yourcresponses need not exactly duplicate the model
responses. however, you should have covered the same major points
. X .

MODEL ANSWERS

. If your objective as a vocational teacher is t6
prepare students for a vocation, then it foliows
that you would wish totrain the students in ail of
the skills necessary to gatn eatry into thatvoca-

“ tion. This means more than just techpcal skilis
For students to secure.worthwhile positions in
the vocations for which they were trained, 1t 1s
essential that they be skilled in completing the
application requirements Much will gain them
access to the posttions or further educanon
they desire

2. When students apply for employment. they will

not always be required to submita résurhe, but
itis aimost always a good idea to do so anyway
The application form calls for brigf answers to
questions of the employer§ choosing With the
résumé, students have an ofportunity to
sent their cases to the employers—to submit
evidence of their unique quahflcatlons for the
job. In addition, the preparation of a:neat, clear
re§hme indicates to the employer that the stu-
dentis Interested and motwvated since he or she
has taken the time to prepare and organzg this
informatian in advance .

3. You can, of course, help students first and

Y

foremost by giving them sample forms, and by

discussing and expiaining the questions on

those forms In addition, however, there are two
"helpful hints students should know One s that
they can save themselves time and help ensyre
accufacy and neatness in filling out the form by
preparing a sheet of all personal information
(namss, facts, and dates) inadvance Thisshee}

can then be referred to as the form 1s com- ,

pleted.

»

Secongly, students should be made aware of
the importance of reading directions Items
«which seem confusing cari usually be easily
understood if the student will simply read all
directiond. Furthermore, many employers “or

N »

adnussions officers will use the way an appl-
cant completes this form as an indicator of how
well he or she can foliow dlractaons in general

One reason for sending the letter of appiication
s that it’s Just proper business procedure to
send.a cover-type tetter explaining the purpose
of the correspondence'when sending some-
thing through the mail in addition, the letter of
application is just one mote device students
have for introduting themselves to employers
or admissions officers, presenting their quali-
fications, and showing themselves to be thor-
ough and organized > .

5 As a vocational teacher, you are 1n an ideal

[

position to recommend students for several
reasons. First, you work closely with students
and are aware of the knowledge, skills, and
attitudes sach possesses Second. by the very
nature of your training, yoy have acomprehen-
sive knowledge of the skills which are needed
to perform successfully 1n a particular voca-
tional area Therefore, you should be uniquely
qualified to tell a prospective employer of edu-
cational tnstitution how well a given student
can perform in the position be\ng sought.

The interview I1s probably the most important

‘step 1n getting a.job because the applicant has

the opportunity to expand on written answers
and give the interviewer a more accurate, and
personal, picture of what he or she kas fo off&.
In the case of a hlgh school senior with imited
work experience and average grades, ‘this is the

ideal opportunyty to prove to an employer—by
. being _potte, ponsed articulate, and knowl-
. edgeab1e—that he or she 1s a good candidate

for the position. This is also the time_when the
applicant can ask questionsabout the company
and get answers which will help the applicant
decidef he or she wishes toaccept thé position
if offered. . '

LEVEL OF PERFORMANCE: Your completed Self-Check should have Covered the same major ponnt's as
the modetTesponses If you missed some points or have questions about any additional points you
“made, review the material in the information sheet, Assisting Students in Applying for Employment or

Further Education, pp. 6-19, or check with your resource person If necessary -
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You will be usyhg the information contained In the following Summary of
Activity Personal Data as a guide throughout the activities in this learning experi-
e . ence. It will introduce you to the hypothetical student, James Miller, and
was compiled from his cumulative record, discussions with his teachers,

and records in the guidance office. Read the d4ta to get the information
you need to complete the remainder of this leatning experience.

SUMMARY OF PERSONAL DATA

Student: James Miller * ) Height: 5 107
Address: Rural Route 4 Weight: 140 |bs.
s Jaspar, lowa 60144
Telephone: (515) 488-6915 .
Date of Birth: . July 11, 1959
* Place of Birth: Mayville, lowa
Parents: Edward (stepfather) and May Lange
Siblings: Two married sisters : ,
¢ Health: Good—all required immunizations complete
Education: Jaspar Vocational High School
Absence: 10 days in four years
Tardiness: None ) , N
Graduation Date:  June 13, 1977
Subjects: ) English—4 years
: Science—2 years
~ Mathematics—2 years .
. o History—2 years
Typing—1 year -
! Vocational Agriculture—4 years
Grade Average: B i - :
14 Student Activities: Band (pércussion instruments)
, Future- Farmers of America (treasurer of local chapter)
Advert;slng manager for yearbook
Special Skills: Excels In mathematics
Work Experience:  Occupational Experience Program related to school program (Vocational Ag-
/ riculture). Has responsibility for 30 acres of hybrid corn on stepfather's 200-acre _

farm. Helps stepfather keep books on financial matters of farm.

Teachers report no discipline problems Class performance very satisfactory. Gets anng well withpeers.
,?{Appears to have good relationship with mother and stepfather.

Test Scores: Hanmon-Nelson, 8th grade, 1Q—122
Career Goalis: Agriculture and Business




e . .z

- .
~
— \\ 0

L4 -

The Résumé bel6w, the Letter of Application, p. 30, and the Application

Form, pp. 31-33, were completed by James Miller, a student who is in the

process of seeking employment. A transcript of an Employment Interview,

Activity p. 34, at the par National Bank documents his most recent interview
- Read through'all four of these items, first to get an overview, and then to

critique each item individually in writing. In"each cnitique, indicate (1) how

well James performed overall in completing the task, (2) what specific
errors he made, and (3) how those errors could be remedied.

-

— \ —
RESUME

Name: James Miller

Address: Rural Route 4

Jaspar, lowa 60144 ‘ -
Telephone: (515-488-6915) )

Personal: Born: July 11, 1959 Health Good - No physical defects -
Height: 510" ‘ '

Weight: 140 Ibs.
_Education: Jaspar Vetational High School
Graduation date: June 13, 1977

Subjects studied English 4 years
Scrence . 2years
Matematics - 2 years
History 2 years ¢
ping 1 year .
ocational .
agriculture 4 years '

Grade Average: B Attehdance Good + .
Stadent Activities: Band (percuss;gn instruments) -
N Future Fagmersiof America (treasurer of local chapter)
_ ) . Advertnslqg‘?‘n igger for yearboek.
... ~"Spectal SKilfs: “Good ih math:+

.“_ .

Work Experlence. Occupataona&‘%pe_nence Program related to school program (Vocational Agricul-
~ ture). Have sole responsibility for 30 acres of hybrid corn on stepfather's 200 acre farm Help steptather
keep books on finan0|a| matters of .farm . \

-~ -—

\
v

. Career Goals. Immedlate - W uld like employment n the field of business which will use my
" knowledge of agirculture. . } ,
Long Range-managerial of consultmg work combmmg my mterests in agriculture and business
References: 1

The Reverend John Day Mmusre"r of United Methodist Church .

70 W. Erie Street . .

Jaspar, lowa 60144 :

Telephone 482 - 5076

Mr. Roger Bell- Vooatlona| AGrlculture Teacher
1492 Columbus Street - ’
Jaspar, lowa 60144

Mr. Joshua Tuller — Family pfiend
Rural Route # 4
Jaspar, lowa 60144
! Telephone 488 — 3010

29
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- JASPAR NATIONAL BANK EMPLOYMENT APPLICATION

{ .
Using a ballpoint-pen; fill out completely Please print

x

NAME (las) ~ (First) (Middle) {Maiden) SOCIAL SECURITY NUMBER
A Yer Tames Gery v 274 /6 1989
PRESENT ADDRESS  (Numbeér) (Street) (City) . (State) (Zip Code) Years
#f_:j—m ar ZLowa Lo/ | /0
PERMANENT ADDRESS (Number) (Street) (City) (State) (Zip Code) Years
o Rame 4 ' 0» :
LAST PREVIOUS ADDRESS (Number) (Street) (City) (State) (Zip Code)
Co , 2
\ $ - . 286 Ca\.r‘}///? 4//5 mz;u////z_ Zowa -
HOME TELEPHONE BUSQJESS TELEPHONE . HEIGHT WEIGHT AGE
(515) 495~ 95 | . S S'00 L o 177
’ BATE OF BIRTH - NO OF DEPENDERNTS (include self) | NO OF CHILDREN AGES
L]
7-11-57 / . Hene
MARITAL STATUS .
R single 2 Marned _ Divorced __ Widowed _ ) Separated
SPOUSE'SNAME | ' 7/ SPOUSE S EMPLOYER
SPOUSE'S ADDRESS  (Number) {Street) i (City) (State) /(le Code)
]
— - ¥ -
. NOTIFY IN CASE OF EMERGENCY ADDRESS \ﬁEt_ﬁTIONSHIP TO YOU TELEPHONE
_tz/_ cd or Man 'y Lange AR *4 Tespar, Lowa Hothee ¥ 5*e,ofaf4w (515)418-6%5
BY WHOM WERE YOU REFERRED ¥ = ran Accord T Employee ... » R Otnerlmilyfuend
D ewspaper Ad i Private Agency (Name)—_. ___ __ __ State Employmem Service \
NAMES OF RELATIVES WORKING FOR THIS BANK J  (Relaon) / (Department) -
_ v : N ST
YES NO
1, Areyouacitizenof the United States? (If by Naturalization you must presemNa;urahzanon papers on request) X N
2 Are you a legal resident of this State? - 3
« 3. Have you ever been employed by this bank? : X
b 4 Do you have any physical handicaps or limitations which might interfere with or be aggravated by your work ? =
5. Have you had any serious ilinesses, operations or nervous disorders? : X
6 Have you ever been dismissed from a pasition for delinquency, misconduct, or disgraceful conduct? , . ’.‘ %
7 Are you now Or have you ever'been addicted to the use of hatit forming drugs ot intoxicating liquor? . X
8

Have youever been arrested, charged. or convicted of a felony er misdemeanor (except minor traffic vtolations)
by any law enforcement agency including local. state. federal, or military? . x

WHAT ARE YOUR HOBBIES & FAVORITE FORMS, OF RECREATION |, BUSINESS OR CIVIC GROUPSTO WHICH YOU BELONG

uciﬁses OR CERTIFICATES YOU POSSESS” ? HAVE YOU EVER'BEEN BONDED? . Z YES®NO

, ® Drivers -.: Chauffers "> Other HAVE YOU EVER BEEN REFUSED BOND? “,YESXNO
"DO YOU OWN AN AUTOMOBILE? # .« CANYOUTYPE? - ’
- .. CYes % No X Yes “No Manual ZJElectric WPM7£_~5.
CAN YOU TAKE DICTATION ~—Yes XNo OFFICE MACHINES YOU ORERATE ,
- Method : S WPM?____ ., _ ] Z% 2, 4 ;/ :/ . é gzﬁ

. W/ 39
ERIC B S
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) WORK PREFERENCE

) LIST POSITIONS YOU WOULD CONSIDER Aﬂl
Telle.r Travnce. or pfier

TYPE OF APPOINTMENT DESI
‘DFull-Time  OPart- Tlme

—

Bood raeHuth

(JPermanent 8] Temporary

\

WORK EXPERIENCE

6)1!'11} 100.71

SPECIAL SKILLS OR ABILITIES

i [ SALARY RANGE ‘DESIRED
. l t Sure

. LLoeT
DATE AVAILABLE

Tuncl® 1977

’

|/ ;ﬁlalﬂ

List previous employment beginning waththemost recent. If unemployed, state "unemployed” and give

LIST YOUR JOB RESPONSIBILITIES
/e.s/aaﬂ.né/c for AN tJorK

/L//é/‘/o/ d&/‘ﬂ orn
30 /qcrc; 0/0 W/ Step~

| Father s R00-Acre Farm .

L

LIST "YOUR JOB RESPONSIBILITIES

date’s.
FROM MO /YR fdMo /YR ESALARY TYPE OF EMPLOYMENT
' ‘ '7/ 57»// arnnys OFull-Time
. b Ao dor FoFit '
EMPLOYER O Summer
CZ La ade. X Part-Time
EMPLOYER'S ADDRESS T T OTemp
/"7/?" ’f/ Saspar Cwa e
POSITION HELD ~ PERVISOR'S NAME REASON FOR LEAVING
Mr. Aoger Berl
_d_&a_FLN&[ Vo- Hy. Toachker St THere -]
+ FROM MO /YR TO MO . YR SALARY TYPE OF EMPLOYMENT
DFuII;Tlme .
EMPLOYER - {JSummer
OPart-Time
FMPLOYER'S ADDRESS T Temp
POSITION HELD "SUPERVISOR'S NAME | REASON FOR LEAVING
| FROM MO /YR TO MO /YR SALARY TYPE OF EMPLOYMENT
o OFull-Time
EFMPLOYER OSummer
OPart-Time
EMPLOYER'S ADDRESS OTemp

LIST YOUR JOB RESPONSIBILITIES

»

POSITION HELD SUPERVISOR'S NAME REASON FOR LEAVING

| FROM MO /YR TO MO . YR J SALARY TYPE OF EMPLOYMENT

OFull-Time
EMPLOYER - USummer
OPart-Time

OYER'S ADDRESS OTemp

EM

LIST YOUR JOB RESPONSIBILITIES |

POSITION HELD SUPERVISOR'S NAME

3

REQUEST ADDITIONAL SHEETS IF NEEDED

~~ REASON FOR LEAVING |

~ : MILITARY SERVICE )
FROM TO SERVICE OR BRANCH/ACTIVITY HIGHEST SPECIALIZED DUTIES OR TRAINING
,{MO YR MO YR RANK . .
Type of discharge or separation ____ . Presentdraftclasstficaton ____
Are you a-member of ROTC? eserves?___ -~ Natipnal Guard?
po you have a duty commitment?_____ / It so.when? ____/_ How long? —

- N

-

¢

ER] 32 33
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School I 5 p:p qu Z-/ 5 ? 7; 57"/// 3”&'}2 Ve —wj /’M«x#\ | 5

iCollege
or Uni-, )
versity : . - : -

Graduate

ISchool 4 *

Business y
School

Other -
# ¢ . ’

Are you- planmng to turther your education? YES’) NO 21t so. when” ”n" Sure - Mot For gt [eext Twe wo years

PERSONAL REFERENCES

List two unre|ated persons who are acquainted with you. do not list former employers
-{Need not be local people) .

oo localpeopl® . . , S , i

Name ’ Address Clty & State Yrs Known | Telephone

——— - -

w
A T//gr /?4 2y Sespar, Towal (0 77-3018

ADDITIONAL INFORMATION s

Use thls space to answer questions from first page or far addmonal comments) .

¢

S, .

REQUEST ADDITIONAL SHEETS IF NEEDED

nd thatany misrepresentajonon thisform can be grounds for wnthdrawal of any offer or termination of
mployment with the employer. . .

hereby authonze investigation of all matters relative to employment by the Jaspar National Bank |
nderstand that my employment 15 sut? ect to receapt of acceptable references
2

. ! B
~u
. <
EDUCATION
Circle jast year of school completed 12 3456 789101112 ~ P \
College 12345678 Techmcal 1234
R . . . ..
- From To Degree ajor Mtnor Grade
Name & Address of School Mo Yr | Mo ¥r & Date' - [\ Subject Subjects Average
— - = - - ¢ . - -
- High will Get .5\; gnj [is A

v o

) 7014/ 5[1:. St Taspar, Lowa g 48.2-50 70

understand that |t 1S customary for orgamzatlons to mvestngate mformanon in employmenf applncat:on4

>




s ' . ~

EMPLOYMENT INTERVIEW

Thedateis May 10, 1977, the time is 10.30a.m., and
the place is the office of Mr. Paul Jefferson, vice-
president of the Jaspar National Bank. Jim Miller

_ arrives, and the secretary shows him into Mr. Jef-
ferson’s office.

-

'Mr. Jefferson:
Good morning, young man Please have a seat

-

Jim spéaks as he sits.

Jim:

Good morning, sir. I'm James Miller.1've cometo
talk about a possible job in your bank.

Mr. Jefterson:

Well, it's hardly my bank, Jim. |, only work here.
‘Let me see.

He glances at Jim's résumé which 1s lying on his
desk.

You will soon be graduating Are you glad to be
getting out of school? .

~

Jim: L e et T T
\"N’(_)t really. I've always liked school, but I'm sorta
glad to be thinking about a job, too. | think 1t will
be good to be on my own fl guess 'l go on living

with my foltks, though. | feally like the farm.

1

Mr. Jefferson: .
_If you feel that way about the farm, why are you
Interested In getting away from agriculture? We
always need good fgrmers.
Jlni): e
| don't feel that I'd be getting anything out of
agriculture at this time in my life. I'd like to use
some of what I've learned in agriculture as it
applies to business. There's a lot of busin
skills involved in running a farm so that it réally
produces and makes money | guess | feel that if |
finally decide | want to bécome a farmer, sime
good business experience might come in[:'ihﬁdy.

Mr. Jefferson:
What made you deciWu’d Iike totry banking?

Jim:
Well, I've always liked working with figures and
I've never had a grade lower than an A in math.
I've. really liked keeping my dad's accounts
straight. | even keep his checking account here
balanced. We have a book at school called The
Encyclopedia of Careers that talks about how
banks in small communities are hiring people

-with an agriculture background to deal with
farmp customers.

Mr. Jefferson:
Working with bank customers means that yoy
must be able to get along wﬁ)w people Do you
feel that‘would present any problems, Jim?

Jim: .

No sir, t don't. | like being around people and |
don't seem to have any trouble getting along
with them. | like the kids in my class, and I've
always gotten along all.right with my teachers.
I've neve?-nad trouble talking with people when!|
sell my corn or when | buy my. seeds and fer-
tilizer. I'm in several school &ctivities,’ and I'm
active in our church youth group

Mr. Jefferson: .
. What'do you know about jobs in banking?

Jim:
Well, | don’t know much about what different
people do,and | know I'd have a lot to learn. I've
been reading alll could find about bankmg inthe
books in our library and guidance office so |
know in general what goes on in a bank.

Mr. Jefferson:
We start our trainees at $85.00 a week. You may
be already making that much with your corn
crop, and you're not working full-time.

Jim: .
At this point, I'm more interested in getting some
experience than in how much I'd make. After I've
worked awhile, | may want toenroll at lowa State
¢ and combine a program of business and agricul-
tu;e. .
Mr,Jefferson:
hat raises an interesting point, Jim- it costs us
money to train our employees and we need to
figure on at least two years’ employment to make
it worthwhile,

B |
Jim: ~4

I'd plan to be here for at least that long I'm just
not ready to goonfor more educationright now. -

Mr.J8ffBonsises.
Mr. Jeffersbn: ,
_It’'s been nice talking with you. We have two or
three other applicants to consider and will make
ourdecision in d week or two. We will be in touch
with you then. .o

LY

“Jim also rises.

o~

Jim:
That will be fine. | would certainly like to be
considered. Thank you very much for your time.
Goodbye, Mr. Jefferson.

They shake hands, and Jim leaves.

4 . g
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Assume that James Miller has asked you to write a [etter of recommenda-
tion for him. You are ong of his teachers at Jaspar Vocatidnal School, 2625
Herron Road, Jaspar, lowa 60144. Your phone number 1s 462-8974. James
isapplying fora position as a trainee teller at the Jaspar National Bank, 413
26th Street, Jaspar, lowa 60144 The perspn to whom you are %J direct your
letter is Mr. Paul Jéfferson, the vice-president of the bank. Using the
information you have been giventhus far in this learning experience about
James Miller, write a}etter of recommendation for him

Feedback

-

B

<

2

* Compare your completéd written critiques and your letter of recommenda-
tion wit'h>the Model Answers given below

MODEL ANSWERS

Résumeé: * '

Personal data.—James mc.uded all necessary
personal data.

Educational background.—A person just graduat-
ing from high school should include more than
just high school attended The junior high at-

tended,should also be included In gddition, “dates

attended” should be given, not Jst graduation
date. Saying “attendance good™is not sufficient.
What does "good” mean? A more exact atten-
dance record should have besn given. Finally,

more information could have been given congern- *

ing the subjects he took For example, did he take
College English or Business English; Algebra apd
Geometry or Business Math ? What was his major;
was it Vocational Agriculture”?

School activities.—Jameés' mentions three ac-
tivities and his role in each, but fails to mention
how long he was involved in each. For example, 1t
wauld have been helpful to know how many years
he has been involved in FFA, and how long he has
been its treasurer

Special skills.—He mentions that heis “good in
math,” but again this statement needs clarifica-
. tion Is he good in basiCynd buginess math or does
_he excel in algebra, geometry, and calculus? _

Work experience.—One assumes that his farm
experience was part of the Occupational Exper:-
enee Program. However, the way he expresses
that, these could have been two separate experi-
‘ences. Furthermore, he should have indicated how
long he has been involved in these actwities Did
he, for instance, work, for his stepfather prior-to
énrolling in the Occupational Expenence Pro-

gram?

ERIC

I
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Career goals.—James covers his immediate and
long-range goals briefly. He could have expanded
on his brief statements a bit more

Personal references.—James references are
adequate. He'supplies three names and indicates
what their titles are ahd where they can be con-
tacted. He did neglect to include Mr Bell's tele-
phone number, however, and he couldthave in-
cluded his stepfather as areference. since his step-
father is his only employer.

Overall.—One area that James neglected 1s
“Other Qualifications.” He has not provided any
information about hobbies or special interests he
has or special honors he may have earned

In addition, there are a number of typdgraphical

- errors or misspellings: (1) the Parentheses on his

telephone number shotild be around only the area
code; (2) the word “matematics” is misspelled; (3)

-

the course title “Vocational agriculture” should
read “Vocational Agriculture;” and (4) the words

“agirculture” and “AGriculture” are incorrectly
written. .

The format of Jim's résumés not as well designed
as It could or should be. For example, he is not
consistent in handling the left-hand margin, capi-
talization within major headings, punctuatuon
within the referenges he gives, or his spacing be-
tween words. Jim should get help from his teacher
in formatting his résumé or locate a good refer-
ence book on résumé styles,

Overall, although the content is basically there,
James could have provided more descriptive In-
formation in-several places, and his igrmag‘tmg IS
much in need of improvement.

-
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The Letter.of Application:

First, the form of the letter is faulty. (1) the date
should be preceded by James' return address, (2)
the name and address of the bank should be lined
up evenly; and (3) the information in the postscript
should be included within the body of the letter
Postseripts are not appropriate for the presenta-
tion of large quantities of key information. James'
references should be presented within the body of
the letter, or in an attached copy of his résumé.

Second, there is no definite séquence for the de-
velopment of the letter. He presents too much in-

formation in too random an ordgr. He speaks of.

»

- L@

PRSP r
having A'§ in m%th and then says, "l like agricul-
ture.” There is no “transition between these
thoughts. In addition, he'does not clarify why the
information is being présented He should have
clearly stated the lettet's purpose at the outset and
then specifically described thg reason for his
interest, and his qualificationg. James evidently
did not outline his main points tn advance As a .
result, although he manages to, give most of the
needed information, it is in such a disjointed form
that 1t 1s confusing. James' letter should have
closely resembied the letter shown in Sample 4

" which follows.
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The Application Form:

Directions.—James did not follow directions
completely. The directions specify that the re-
sponses should be printed, yet in three instances
James wrote his responses in script Al$o, under
“Present Address,” he did not place the street ad-
dress and the city’s name in the proper places as
specified.

Thoroughness.—One is supposed to place adash
(or N/A) in any box or slot which 1s not applicable
to one’s own situation This shows that the appli-
cant did not merely overlook thatitem In anumber
of cases, James did not do this (e g. “Business
Telephone”). He also put a question mark by the

" “Zip Code” for his “Last Previous Address " He
" should have arranged to have th|s mformatlon
available. ) R

Neatness.—For thé most part, the questionnaire
is neat. However, he did not space the information
under "Notify in Case of Emergency” very well in
addition, under "Date Available,” he made anerror
.in the date and wrote over it, and he crossed out
and rewrote the name of one of his references

Detall.—James. did prd\ude enough information
on each item to give the employer an accurate
picture of his employment interests and his
capabilities. o

Overall.—James did a decent job, but since the
position of bank teller involves precision and at-
tention to detail, his little errors and omissions on
the application-form may weigh heavily on the
decision the bank makes concernmg his potential
as an employee.

The Employment Interview:

Strengths.—Although we do notknow how James
was_groomed or whether hts conduct was free of
nervous mannerisms, from what we do know,
James handled the interview very well. He started
off by clearly introducing himself and stating his
purpose in being there. It would have been prefer-
able for him to address Mr. Jefferson by name;
however, it 1s unlikely that Mr Jefferson would
object to being politely addressed as “sir.”

James allowed Mr. Jefferson to lead the interview,
but he held up hus end well. He never answered
simply “yes” or "no."” He responded to each ques-
tion clearly and thoroughly, giving ample evidence
to support’each response He adequately--sup—-
ported his interest in the job. He explained his
qualifications well without sounding arrogant.

38 39

I'd .
He showed he had prepared for the bank interview
by mentioning the Encyclopedia of Careers He
seemed to be presenting his natura! best self and
avoided saying "um” or "O K " when speaking

When Mr. Jefferson rose and made concluding
remarks, James responded immediately, polhitely
thanked him, and left promptly.

Weaknesses.—There are two weaknesses In the
interview. James got a hittle sloppy when he said
"I'm sorta glad." However, in general, he ex-
pressed himself well. Perhaps a more critical
weakness Is that James did not ask any questions
about the bank itself, its policies and benefits, the
duties required of a teller, or the training program
provided. He admitted that he doesn’t know much
about what different people 1n a bank do, yet he
doesn't ask what his role would be.

He- may know about banking in general from
books, but he should have asked some prepared

questions about this bank gparti He has
been told his starting sala®® Byt e still\doesn't
know how long he would b expected ork at

that salary. or what chances there are for ad-
vancement, or whether the Employee benefits in-
clude health insurance or hife insurance

Overall./~James did an excellent job in respond-
ing to Mr Jefferson’s questions, but he did not do
an adequate job in using the interview to get the
information he needs to make a wise decision if he
Is offered the position

The Letter of Recommendation:

Your letter of recommendation should—

e be well organized

o be neatly written or typed

e be free from,errors

e contain information about the student’s per-
sonal qualities and achievements t

e contain information about the student's edu-
cational achievements

e stress the student's special training and
abilities -

o discuss the student’s work experience

o identify any pertinent strengths and weak-
nesses the student possesses

* appraise the student's potential for the job

Sample 5 whuch follows shows a model of such a
letter.
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LEVEL OF PERFORMANCE: Your completed critiques and letter of recommendation should have
covered the same major pointsas the model responses f you missed some points or have questions
about additional points you made, review the information sheet, ASsisting Students in Applying for
Employment or Further Education, pp 6-19, revise any errors in your letter of recommendation, or

check with your resource person if necessary
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Activity

Optional

Feegback

Assume that you have a class of 15 vocational students enrolled in a course
in your service area. These students are graduating seniors and, although
some have part-time jobs already, you discover .that they have never had
any formal preparation in applying for employment or further education. In
order to prepare these students in these skills, plan a unit of instruction
designed to devslop students’ competency in applying for employment or
further education, including— )

e preparing a résumé he

o filling out an application form ) .

e writing a letter of application T

e interviewing for a job or admission to a school or university

’

\

You may wish to_have your resource person review the adequacy of your

.plan. He/she could use the Teacher Performance Assessment Form in

Module B-3, Develop a Unit of Instruction, as a guide.

After you have developed your unit pian, use the Planning Checklist, pp.
45-486, to evaluate your work.

»

.
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PLANNING CHECKLIST

e Y

v -4
Directions: Place an X in the NO, PARTIAL, or FULL box ¢o indicate that ™M™

each of the following performance componen\ts was not accomplnshed
partially accomplished, or fully accomplished-3, because of special cir- 0ate
cumstances, a performance component was not applicabie, or impossible .

to execute, place an X in the N/A box.. Resource Person
‘ 8 . LEVEL OF PERFORMANCE
- N )
‘ &
)
\g ST
( N . ) //\\‘\ ' e\ eO QQ Q°
The Résumé ! , -
1

1. The'teacher's plan included aCthItIéG deS|g‘ned to provide students
with the necessary background know}edgé concermng
a. the purposes and uses of a résume . .

-

c. what information to include in a résumé

| O
b. acceptable formats for résumes’ . . D
| | SV
U

* d. the quality standards govéerning the preparatlon of a réesume .

2. The teacher's plan included actwltles designed to provide students

E DDDD
00 0o

with: D
a. practice in preparingarésumé ... /. ..._..... ... _

b. approp}iate feedback on their pe

The Application Form

3. The teacher's plan included activities designed to provide students
with the necessary background knowledge concerning.
,a. the purposes and uses of an application form .. ... e e

(3

b. the meaning of the items on the form . SURTELERTERIPRNTERE

’

_ C. what inforrf!ati;)n to\include on an applicatioﬁ form’ e
3 dictns 0]

BOIT e e

f. the need for getting prior permlssnon for llstlng someone as a d
reference ........... ... oL B

4. The-teacher’s plan‘included activities designed to prowde students

with: D
K practice in completing a variety of application forms . ..:....

OO0 0O O-0ogog
00 0O O-0ooo -

b. appropriate feedback on their performance ........ ... ..... D

45 40
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2
Yo
n,
)
')'/‘9 y

!

‘ <~ " The Letter of Application

I 4

5. The teacher’s plan included activities designed to provide students
with the necessary background knowledge cofBerning
a. the purposes and uses of a letter of application . .

-

b what information to include 1n a letter of application

c. the qualit;f standards governing the preparation of a letter of
apphigation ... .

. i -

0O oo

OO O dg
Od O du

6. The teacher's plan included activities designed to provide students
T owith
a. practice‘ in writing a letter of applieation »~........ ... .

LT

b. approp'nate feedback on their performance A,

. The interwew

7. The teacher’s plan includea activities designed to provide students
with.the necessary background knowledge concerning-

a. the purposes and uses of the interview .....................

c. how to prépare.for an interview ..... . Ve

[

-V b. howtosetupaninterview .. . ........ ... .. ... . D
| U

[

‘ d. how to conduct themselves during an interview ..............

O 0ooo .
0 0O 0000

e. what foll‘ow-up activities should be accomplished after the inter- D
VIBW .o e e

‘8. The teacher’s plan included activities designed to provide students

X
with i
a. practice in preparing for, and participating in, interviews . .. .. D D i
: , L5
b. appropriate feedback on their performance .................. D D D 551
N t IR

LEVEL OF PERFORMANCE: All items must receive FULL, or N/A responses. If any item receives a NO, or
PARTIAL response, review the matenial in the information sheet, Assisting Students in Applying for
Employmertt or Further Education, pp. 6-19, revise your plan accordnngly, or check with your resource
person if necessary. ®

.
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~ You may wish to develop one or more daily Jesson plans out of your unit
/‘ plan. You could prepare a lesson plan covering how you would introduce
Optional the unit. You could select one of the skills (e.g., preparing a résumé) and
Activity develop one or more lesson plans designed to help students achieve\
competency in that skill. You.could plan daily lessons for the first week of
the unit, Qr for the whole unit. N

. wen

You may wish 1o have your resource person review the adequacy of your
plan(s). He/she could use the Teacher Performance Assessment Form in
Module B~4, Develop a Lesson Plan, as a guide.

Optional
Feedback

VR ~
’ If you chose to develop one or more lesson plans from your unit plan, you
Optional may wish to present the lesson(s). You can do this by asking a group of
Activity peers or your resource person to role-play the student(s) to whom youwill
‘ ' present the lesson. If this is not possible, you may wish t6 videotape your
~ lesson presentation(s) so you can review your own performance.

*

~

1 ]
You may wish to arrange through your resource person to meet with a
. vocational teacher who Is'skilled in assisting students in applying for
, employment or further education. You could discugs with this teacher the
‘ ’\ techniques he or she uses to train students in these skills. You could ask
. . such questions as— .

Optional e Howdo you provide students with the necessary background informa-

Activity tion? s '
' ~» What resources do ydu recommend?
~' o What activities seem to be effective in giving students experience in

1 4

In addition, you could share your unit plan with this teacher and ask for
reactions or suggestions. .

applying these skills?
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TEACHER PERFORMANCE ASSESSMENT FORM

Assist Students in Applying for Employment or Further Education (F-5)
. . 7 \\

Name

Directions: Indicate the level of the teacher’s accomplishment by placing
.an X inthe appropriate box under the LEVEL OF PERFORMANCE heading. Date

If, because of special citcumstances, a performance component was not

applicable, or impossible to execute, place an X in the N/A box. Resource Person

x

. &

LEVEL OF PERFORMANCE

§
e

u

The Résumé

1. The teacher ensured that students had the fiecessary
background knowledge concerning. . D o
a. the purposes and uses of a résumé .

b. acceptable formats for résumés . .... ... ..... D

c. what information to include in arésumé ....7.... D

d. the qual»ty standards governing the preparation of a D
résumé ... ..., C e e .

2. The teacher provided students with practice In preparmg D
© résu més ............... P

3. The teache[ revuewed students’ completed résumés and
provided them with appropriate feedback on their per- D
L formances ... .

The Application Form . ' ¢

4. The teacher ensured that students had the necessary .
" background knowledge concerning: D
a. the purposes and uses of an applacatnon form .....

b. the meaning of the HEms ort tthe form ... D

- c. what information to inclyde on an applicatiorrteym D

., . d. the importance of following dlrectlons ............ D

- e. the quality standards governing the preparatlon of an [:]
apphcatuon form........... e

f. the need for getting prior permission for listing some- D
g - one as areference ...... e e e

/5. The teacher provuded students with p(gice in complet- D
' lng a variety of appllcatlon forms e

¢ . B 51 " - 3 —~
Q e N
v * ‘ . 52 }
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6. The teacher reviewed students’ completed application
forms and provided them with approprlate feedback on
their performances ) cee

The Letter of Application
7. The teacher ensured that students had the necessary
background knowledge concerning: ¥
a. the purposes and uses of a letter of application

b. what inforyation to include in a letter of apphcatlon

c. the quahty standards governing the preparatlon of a
letter of apphcatlon ..... .
8. The teacher provided students with practlce in wr|t|ng a
letter of applicatieh ......... -, )
9. The teacher reviewed students’ completed letters of ap-
phcation and provided them with approprlate feedback
on the'?'peftormances .

The Interview

10. The teacher ensured.that students had the necessary
background knowledge concerning.

a. the purposes and uses of an interview
b. how to set up an interview Ceee

c. how to prepare for an interview .

d. how to conduct themselves during an interview .
e. what follow-up activities should be accomplished
after the interview .

11 The teacher provided students with practicein preparlng
for, and participating in, interviews ..
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12. The teaéher viewed students in interview situatipns and
provided them with appro;eriate feedback on their per-
N formances e e e e .o . D

[]
[

+The Letter of Recommendation

13. The teacher's letter of recommendation was.
a. well organized

N\

OOo0daud goggd

c. error free ...

[
O
O
.

d. grammatically correct

14. The letter contained adequate inforr)natnon regarding the
student’s: . =
a. personal qualities and achievements .

b. special training and abilities . .

c. work experience

d. streng'th§ and weaknesses

< commitment to his or her vocation

OOobhoo NOogog O

potential

OOoomzog

vt
LEVEL OFPERFOMNCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item
receives a NONE, POOR, or FAIR response, the teacher and resource person sheuld meet to determine
what additional activities the teacher needs to complete in order to reach co

ared(s). .o . P, o8
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ABOUT USING THE CENTER’S PBTE

MODULES

*

Organization

Each module 1§ design'ed to help you gain competency
in a particular skill area considered important to teach-
ing ess A module is made up of aseries of learning
experfces, some providing background information,
some prqviding practice experiences, and others com-
bining these two functions Completing these experi-
ences should enable you to achieve the terminal objec:
tive in the final learning experience The finalexperience
in each module always requires you to demonstrate the
skill in an actual sohool situation when you are an intern,
a student teacher, or an inservice teacher ;

Procedures

Modules are designed to aliow you to individualiZe your
teacher education program You need to take only those
modules covering skills which you do not aiready pos-
sess. Similarly, you need not compiete any learning ex-
perience within a module If you already have the skilt
needed to complete it Therefore. before taking any
fnodule, you should carefully review (1) the Introduction,
(2) the Objectives listed on p. 4, (3) the Overviews pre-
ceding each learning experience, and (4) the Final Ex-
perience. After comparing your present needs and com-
petencies with the information you have read in these
sections, you should be ready to make one of the follow-
ing decisions:

o that you do not have the competencies indicated,
and should complete the entire module

e that you are competent in one or more of the en-
abling objectives feading to the final learning ex-
perience, and thus can omit that (those) learning

“experience(s)

e that you are already competent in this area, and
ready to complete the final learning experience in
order to “test out”

e that the module 1s inappropriate to your needs at
this time

When you are ready to take the final learning experience
and have access to an actual school situation, Make the
necessary arrangements with your resource person. If
you do not complete the final experience successfuily,»
meet with your resburce person and arrange (1) to re-’
peat the experience, or (2) complete (or review) previous
sections of the module or other related activities
suggested by your resource person before attempting to
repeat the final experience

Options for recycling are also avatlable in each of the
learning experiences preceding the final experience
Any time you do-not meet the minimum level of perfor-
mance required to meet an objective, you and your re-
sourCe person may meet to select activities to help you
reach competency This could involve (1) completing

parts of the module previously skipped, (2) repeating -

activities; (3) reading supplegnientary resources or com-
pleting additional activities suggested by the resource

‘Person; (4) designing your own learning experience; or

(8) completing some other activity suggested by you or
your resource person.

o o s
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1Terminology

Actual School Situation . .. refers to a srtuatron n
which you are actually workrng with, and responsrble
for, secondary or post-secondary vocational students in
a real school. An intern, a student teacher, or an In-
service teacherwould be functioningin an actual school

situation. If you do not have access to an actual school .

situation when you are taking the module, you can com-
plete the module up to the final learning experience. You
would then do the final learning experience later, 1.e.,
when you haye access to an actual schooi situation.
Alternate Activity or Feedback . refers {p an item or
feedback device which may substitute for Jrequired
items which, due to special circumstances, you are un-
able to complete

Occupational Speciaity refers to a specific area of
preparation within a vocational service aréa (e g, the
service area 'Trade and industrial Education includes
occupational specialtes such as automobile me-
chanics, welding, and eiactricity)

Optional Activity or Feedback refers to an item
which 1s not required, but which is designed to suppie-
ment and enrich the required items in a learping experi-
ence.

Resource Person . . . refers to the person in charge of
. your educational program, the professor, instructor,
administrator, supervisor, or cooperating. supervising
classroom teacher who 1s guiding you in taking this
module

Student . refers to the person who I1s enrolled and
recetving instruction in a secondary or post-secondary
educational institution

Vocational Service Area refers to amajor vocational
field agricultural education, business and office educa-
tion, distributive education, health occupations educa-
tion, home econ®mics educatior, industrial aris edu-
cation, technical educatron or trade and industral edu-
cation. ’

You or the Teacher .
ing the module

IS

refers to the person who 1s tak-

Levels of Performance for Final Assessment

N/A  The cniterion was not met because It was not .

applicable to the situation.

None ... No attempt was made to meet the criterion,
although it was relevant.

Poor ... The teacher is unable to perform this skill or
.has only very limited ability to perform it

Fair . . . The teacher is unabie to perform this skili in an
acceptable manner, but has some ability to perform it
Good .. The teacher is able to perform this skiil in an
effective manner

Excellent .. Theteacher s able to perform thisskillin a
very effective manner.
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Titles of The Center’s . : ‘
Performance-Based Teacher Education Modules

5 .
Category A: Program Planning, Bevelopment, and Evaluation

E-5 Prowvide for Student Satety
A-1  Prepare for a Community Survey E-6 Provide for the First Aid Needs of Students
A-2  Conduct a Community Survey E-7  Assist Students 1n Developing Self-Discipline,
A-3  Report the Findings of a Community Survey E-8 Organize the Vocational Laboratory
A-4  Organize an Occupational Advisory gommMee E-9  Manage the Vocational Laboratory
A-5  Maintain an Occupational Advisory Committee * . Category F: Guidance ,
2:? Cor\;s&iﬁggggﬁgz;n:nmtwes . F-1  Gather Stident Data#lsmg Formal Data-Collection Techniques
A-8 Develop a Course of Study . F-2 @ather Student Data Through Personal Contacts
" A-9  Develop Long-Range Program Plans F-3  Use Conferences to Help Meet Student Needs
A-10 Conduct a Student Follow-Up Study F-4 Provide Information on Educational and Career Opportunities

A-11 Evaluate Your Vocational Program F-5  AssistStudentsinApplying for Employment or Further Education

Catagory B: Instructional Planning Category G: School-Community Relations
B-1 Determine Needs and Interests of Students G-1  Developa School-Community Relations Plan for Your Vocational
B-2 Develop Siident Performance Objectives Program

G-2 Give Presentations to Promote Your Vocational Program

B-3  Develop a'Unt af Instruction G-3 Develop Brochures to Promote Your Vocational Program

B-4 Develop a Lesson Plan

G-4 Prepare Displays to Promote Your Vocational Prdgram

g:g g?é?atrs ?:a?,:e‘:a;‘g'&?&%gg:laawn als G-5 Prpepare News Reieases and Articles Concerning Your Vocational
. rogram
Category C: Instructional Execution . G-6 Arrange for Television and Radio PresentationsConcerning Your
C-1  Drrect Field Trips . Vocational Program .
C-2 Conduct Group Discusstons, Panel Discussions, and G-7 Conduct an Open House

Symposiums G-8 Work with Members of the Communtty
C-3 Employ Brainstorming, Buzz Group, and Question Box G-9  Work With State and Local Educators

Techniques ¢ G-16 Obtain Feedback about Your Vocational Program
Cc-4 gwact Stsudenlts n Ir{_structmg Other. Students Category H: Student Vocational Organization . '
8'_2 GTI%Z)yStJZ:na tsl?:dyechmques ) . H-1 Developa Personal Philosophy Concerning Student Vocational
C-7  Direct Student Laboratory Experience «_Organzations

- O
C-8  Direct Students tn Appiying Problem-Solving Techmques :-;2; Ef;ﬁ:th?uigﬁecécvaot:;ar::rg:ga:ggg&ar:‘z‘embers or

C-9 Employ the-Project Method . Leadership Roies

C-10 Introduce a Lesson :
2550 H-4  Aséist Student Vocational Orgarization Members 1n Developing
C-11 Summarize a L n and Financing a Yearly Program of Activities

g}g Emg:g; g;?r'“gr‘gs;:gm"%g:g:L'L'g:es : H-5 Supervise Activities of the Student Vocational Orgamization

C-14 Provide Instruction for Slower and More Capable Learners H-6  Guide Participation in Student Vocational Organization Contests
C-18 Present an lllustrated Talk - ¢ Category |: Profassional Roie and Development
C-16 Demonstrate a Manipulative Skill ) I-1 . Keep Up-to-Date Professionally
C-17 Demonstrate a Concept or Principle -2 Serve Your Teaching Profession
C-18 Indwidualize instruction -3 Develop an Actve Personal Philosophy of Education
C-19 Employ the Team Teaching Approach , -4  Serve the School and Community
C-20 Use Subject Matter Experts to Present Information -5  Obtamn a Sutable Teaching Position
C-21 Prepare Bulletin Boards and EXhibits . -6  Provide Laboratory Experiences for Prospective, Teachers
C-22 Present Information with Models, Real Objects,:and Flannel -7 Plan the Student Teaching Experience
* Boards . I-8  Supervise Student Teachers

C-23 Present Information with Overhead and Opaque Materials
C-24 Present Information with Filmstrips and Shides . Category J: Coordination of Cooperative Education

7

C-25 Present Information with Films J- Esjablish Guidelines for Your Cooperative Vocational Program
C-26 Present Information with Audio Recordings J-2  Manage the Attendance, Transfers, and Terminations of Co-Op
C-27 Present Information with Televised #nd Videotaped Materals Students
C-28 Employ Programmed inStruction . J-3  Enroll Students’n Your CoOp Program
C-29 Present Information with the Chalkbdid and Fhip Chart J-4 Secure Training Stations for Your Co-Op Program
Category D: Instructional E J-5  Place Co-Op Students on the Job
o I!‘ valustion J-p  Develop the Training Ability of On-the-Job Instructors
8‘12 Es‘aggsgtfé:‘::'l‘p‘e':f%'::"::‘zgcir?‘;mxge J-7  Coordinate On-the~Job Instruction
-2 /\5se J-8  Evaluate Co-Op Students’ On-the~Job Performance

&2 Assess gug:n: :grr:g:m:'ffg' g::ltl:des J-9  Prepare for Students’ Related Instruction )

Assess Studen -10 - rvise an Employer-Employee Appreciation Event
D-5 Determine Student Grades 410 ~Supe mpioyer mp\ yeo pprect
D-& Eviluate Your Instructional Effectiveness , RELATED PUBLICATIONS
Category E: Instructional Managament St;:&ta:rtlatliznde to Using Performance-Based Teacher Education

E-1  Project Instructional Resource Needs Resource Person Guide to Using Performance-Based Teache
E-2  Manage Your Budgeting and Reporting Responsibilities Ed:cranon Matr;r|;1|s 0 9 '

E-3  Arrange for improvement of Your Vocational Facilities Guide 1o the Implementation of Performance-Based Teachier Education
E-4 Maintain a Filing System

?
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For Information regarding avallability and prices of tilese materials contact—
' B : AAVIM

E MC ~ American Association for Vocational Instructional Materials

. 120 Engineering Center o Athens, Georgia 30602 e (404) 542-2586
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